OCT-B1-1999 @3:49 US ARMY CORPS OF EMG. STL 314 331 B&7Y  P.BLs17Y

DR 690-1-751
DEPARTMENT OF THE ARMY
St. Louis District, Corps of Engineers
210 Tucker Blvd., North
St. Louis, Missouri 63101-1986
LMSPO-M
Regulation 28 February 1986

No. 690-1.751

Civilian Personnel
DISCIPLINARY ACTIONS

Supervisors should file this Regulation
in Section I of the Supervisors Handbook

1. Purpose. To inform District supervisors/employees of the Department of
the Army (DA) policy and procedures governing disciplinary actions.

2. Applicability. This regulation applies to civilian employees of the

St. Louis District, as covered in references below, Probationary employees

and those serving trial periods are excluded from this regulation. Contact
. the Personnel Office (LMSPO-M) fpr,a¢vice;infth¢sejcases-‘ ' ' :

3. References. The provisions of Civilian Personnel Regulation Chapter 751,
752, 711, and corresponding supplements; and Federal Personnel Manual,
Chapter 751, 752, 711, and corresponding supplements, are specifically
incorporated herein by reference. :

l 4, CQGenersl:

a. Employee conduct requiring discipline falls into two categories:
Behavioral offenses for which progressive discipline aimed' at correcting the
behavior is appropriate and offenses relating to violation of regulation or
laws Tor which punitive sanctions are required. The overall objective of
discipline is to prevent prohibited activities and to train and motivate
employees to maintain reasonable standards of conduct. In those cases where
corrective action becomes necessary, the disciplinary measures taken will be
for the sole purpose of correcting offending employees and problem situations
and maintaining disecipline and morale among other employees. The
supervisor's most effective means of maintaining discipline is through the
promotion of cooperation, of sustained good working relationships, and of the
selfdiscipline and responsible performance expected of mature employees,
Neither the decision to take disciplinary action nor the severity of the

This regulation supersedes DR 690-1-751, 15 June 1981
and Change 1. 20 August 1982.
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penalty imposed will be influenced by the employee's race, color, national

origin, religion, sex, age, marital status, lawful political activity, or
physical handicap.

b. Where corrective action can be accomplished through closer
supervision, on-the-job training, discussions, or warnings, formal
disciplinary action should not be taken.

¢. Constructive discipline must be timely to be effective. In this
connection, the supervisor should normally contact the Personnel Office,
LMSPO-M, as soon as practicable, but generally no later than one week
following the offense for which formal disciplinary action may be warranted.

5. Role of Supervisors:

a. Supervisors are the first link and the most important persoms in
administering effective discipline. They are the persons who can do much to
motivate employees to conduct themselves in an acceptable manner or to
correct minor deficiencies in conduct by concentration on particular problem
situations.

b. A supervisor's efforts, no matter how determined he/she may be, will
not always alleviate the problem. In such cases, first, informal discipline
(i.e.,_oral‘reprimanQS,,orrwritten warnings) and then formal discipline _
(i.e., official written reprimands, suspensions, removals) may be initiated.

¢. All actions of a formal nature must be taken in accordance with the
appropriate regulations cited in paragraph 3 above. The supervisor must work
closely with the Personnel Office to recelve guidance on the proper
procedures for effecting discipline.

6. Role of the Personnel Office. The LMSPO-M staff is available to provide
guidance to supervisors and employees in any potential or existing problem
situation for which discipline may be necessary. The purpose of the
assistance to both supervisors and employees is to relate options available,
explain regulations, and assure consistency, in any disciplinary action.

7. Employees. All employees are expected to conduct themselves in a manner
vhich will reflect favorably upon the District and themselves. They are
expected to observe the General Rules of Conduct and adhere to the Code of
Ethics for Government Service (DR 690-1-735 and AR 600-50).

8. Definitions:

a. Informal disciplinary actions are oral reprimands or written
warnings. This is the first step in constructive discipline. Informal
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disciplinary actions are taken by the supervisors om their own initiative and
discretion in situations of a minor nature involving unacceptable behavior.
The supervisor should document informal disciplinary actions such as oral
reprimands with a memorandum for record and furnish a copy to the employee
with the employee signing as received, They should also be documeated on the
SF 7B (Employee Record Card), A written warning stands for itself and should
contain such information as: (1) The offense that occurred; (2) reference to
the discussion between the employee and the supervisor regarding the offense;
(3) corrective action necessary; (4) any specific, temporary methods
necessary to take corrective action; and (5) the consequences of recurrence -
e.g., formal reprimand, suspension, ete. This document should also be signed
by the employee indicating receipt. If the offense recurs or becomes more
severe, formal discipline will be considered. These records should be
deleted after a reasonsble time if the misconduct ceases.

b. Formal disciplinary actions include written reprimands, suspensions,
involuntary reductions in grade or pay, and/or removals taken under FPM and
CPR 752. Formal disciplinary actions adversely affect an employee and in
most casas require job protection rights based upon each employee's
eligibility for the rights. These actions should be initiated only after a
responsible determination that a less severe penalty, such as an oral
‘reprimand, is inadequate. The Persomnel Office must be contacted prior to any
formal disciplinary action.

(1) Written reprimand - A written reprimand is appropriate when more
stringent disciplinary action than an oral reprimand is warranted and the
situation justifies inclusion of a record in the employee's official
personnel file. This document will be retained for a minimum period of one
year and a maximum period of three years in the employee's official personnel
file; the leérigth of time will be specified in each case and should correlate
with the severity of the offense and circumstances of the case,

(2) Suspension - Suspension is the placement of an employee in a
temporary, nonpay status and.involuntary absence from duty, for a specific
period for reasons other than lack of work or shortage of funds. Since this

' penalty serves to deprive the employee of his regular imcome, as well as the
District of the employee's services, a suspension should be imposed only
after a responsible determination that the offense is serious enough to
warrant this more severe disciplinary action. In many cases, a suspension
would not be appropriate unless one of the less severe penalties have been
used without success, i.e., warning or letter reprimand.

(3) Removal - The most severe type of formal disciplinary action is
removal of the employee from the Federal Service. It is appropriate when the
employee's conduct or actions are such that no penalty short of
administratively separating the employee would be in the best interest of the
service.
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¢. Deciding Official.

(1) Normally, a level of supervision above that which initiates the
letter proposing formal disciplinary action. The decision to effect
discipline should not be based solely on recommendation of first level

supervisor - further inquiry may be considered necessary. (See paragraph 10
for signature authority for letter of decision.)

(2) In case of proposed removal the Division or Office Chief
normally will make the final decision.

9. Procedures:

a. Informal disciplinary actions.

(1) The supervisor will discuss the incident promptly, and in
private, with the employee. The employee will be advised of the specific
offense, when it occurred, and be permitted to explain his conduct. As
appropriate, the supervisor will inform the employee that future misconduct
will warrant more severe disciplinary action.

(2) The supervisor should document the incident giving rise to the
oral reprimand and the subsequent discussion. This will be done by briefly
-annotating the Employee Record Card (SF-7B) and giving the employée  the ‘
opportunity to initial it, and by preparing & written memo, giving the
employee the opportunity to sign it, and attaching it to the Employee Record
Card. Such an informal memo may not be placed in the employee's OPF, but may
be used as evidence in documenting a later formal disciplinary action. (See
para 8a.) K

b. Formal disciplinary actions. Suspension and separation actions nay
be effected only for such causes as will promote the efficiency of the
Federal service. The decision to use one type rather than another in a
particular case must be based on a careful evaluation of that case including
an assessment of the relative severity of the offense, the degree of
corrective action necessary to remedy the situation, frequency of the
offense, and facts presented.

(1) When a supervisor determines that a disciplinary action should
be effected he/she should submit a memorandum through organizational channels
 to LMSPO-M, stating the specific details of the incident, the proposed
penalty, the reasons why the proposed action is considered necessary, and
giving all the supporting facts. In emergency situations, such as a gross
act of misconduct or threat to health or safety, the written memorandum may
be waived with concurrence of the Personnel Officer.



OCT-B1-1999 @3:56 US ARMY CORPS OF EMG. STL 314 331 8677 P.ES-17Y

DR 690-1-751
28 Feb 86

(2) 1IMSPO-M will review the case for adherence to correct procedures
and consistency with other disciplinary actions and prepare the letter of
proposed disciplinary action for the signature of the appropriate

supervisor. The letter of proposal will be forwarded to the supervisor for
delivery to the employee.

(3) One copy of the letter of proposal will be annotated, signed,
and dated by the employee as evidence of receipt and returned to the -
Personnel Office. . If the employee refuses to sign acknowledgment of receipt,
the supervisor will so indicate and receipt of the proposal should be
witnessed.

(4) Supervisors will give fair and impartial consideration to any
oral and/or written reply, and make a written record of any oral reply. When
possible, the signature of the employee will be obtained as an indication
that the employee agrees with the accuracy of the record.

(5) The deciding official will make inquiry into the facts and, if
the proposed action is considered justified, forward a written recommendation

to effect disciplinary action to the Persomnnel Office (LMSPO-M) with the
~recommendations.

(6) LMSPO-M will follow the same procedures outlined in (2) above in
reviewing and preparing a letter of decision. . o : -
(7) The employee will be furnished a written decision on the

proposed action. If the decision is to effect a suspension, reduction in
grade and/or pay, or removal, the employee will be furnished a Standard

Form 50, Notification of Persomnel Action, along with the letter of decision,
prior to the effective date of the action. If the decision is reached to
issue an official written reprimand, the letter of proposal, any reply, and
the notice of decision will be entered in the Official Persomnel File.

10. Normal Policy for Signing Disciplinary Actionms,

4. The immediate supervisor will sign letters of proposal for written
reprimands, suspensions, and removals. '

b. A highef level ;upefvisor will sign letters of decision for written
reprimands and suspensions of short duration (10 work days or lessg).

c. Letters of decision involving long suspensions (more than 10 work
days) or removals will be signed by Division or Office Chiefs.

d. The notice of decision issued in informal disciplinary actions will
inform the employee of any grievance or appeal rights to which he/she may be
entitled, the time limits therefore, and the address to which it must be
submitted.



OCT-B1-1999 @3:56 US ARMY CORPS OF EMG. STL 314 331 8677 P.BE-s1Y

DR 690-1-751
28 Feb 86

11. Penalties. In taking disciplinary actions, like penalties should be
imposed for like offenses. Supervisors will be as consistent as practicable
when deciding among disciplinary penalties to ensure equitable and uniform
treatment of all employees. Supervisors will consider all factors of the
case, including the seriousness and frequency of the documented offense(s),
surrounding circumstances, and time elapsed since the prior offense. The
attached table of penalties 105, AR 690-700, Appendix A (Attachment 1) will
be used by supervisors as a guide in recommending disciplinary action. In
choosing the appropriate sanction from the table in Appendix A, a prior
offense of any type forms the basis for proposing the next higher sanction.

12. Specific Disciplinary Situations:

a. Fraud, Theft, and Intentionally Dishonest Conduct. Any employee
found to have engaged in theft, fraud, or other intentionally dishonest
conduct against the Army will be considered for removal from the federal
service. Any lesser penalty will require justifiable mitigating
clrcumstances. )

b. Unauthorized Absence.

(1) When an employee fails to report for duty, or to return from

leave or furlough, and fails to inform the agency of his or her intentions,
~ the employee should be contacted to determine his or her intentions. . If it

s not practicable to contact the employee by telephone, a letter should be
dispatched to the last known address. Proof of mailing should be _
established. The letter will inform the employee that unless he or she
returns to duty by a specific date (within 10 days) or provides a justifiable
explanation for the absence by a specific date, removal action may be
initiated.

(2) When the employee returns to duty within a period of 10
calendar days of unauthorized sbsence, the immediate supexvisor, or other
appropriate official should initiate appropriate disciplinary action for
unauthorized absence as provided in AR 690-700, chapter 752, 1If the employee
does mot return to work within the 10 calendar days, the supervisor should
contact LMSPQ-M for assistance.

13. Collective Bargaining Agreements. Any provision(s) of this regulation
in conflict with collective bargaining agreements negotiated with labor
unions representing employees of this District will be superseded by those
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agreements unless such provision(s) of this regulation and their enforcement

are required by law; or regulations, published policies, or directives of
appropriate authorities.

FOR THE COMMANDER:

Attachment : . JETSCH
Appendix A - AR 690-=700 Executive Assistant
DISTRIBUTION:

M

LMSPO-S (25 copies)
IMSPO-M (25 copies)
LMVAS-R (2 copies)
LMSAS-M (2 copies)
AR (1 copy)
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APPENDIX A

The table of penalties is meant to be a guide to supervisors in
disciplining employees. It 1is not. meant to be an exhaustive
listing of all offenses. Appropriate penalties for unlisted
offenses may be derived by comparing the nature and seriousness of
the offense to chose listed in the table and the employee's
previous history of discipline.

The use of a particular penalty is not mandatory simply because it
is listed in the table. Selection of an appropriate penalty must
involve a responsible balancing of the relevant factors in the
individual case. For example, even for offenses where removal is
not listed for a first offense, removal for a first infraction may
be assessed for an aggravated offense or multiple offenses.
Similarly, removal is not required unless the penalty is mandatory
by law (see references to the U. 5. Code in the remarks column).
A prior offense of any type forms the basis for proposing an
enhanced penalty (see para 1-4(b)). In assessing penalties,
consideration should be given to the "freshness" or time frame of
previous offenses.

Oral admonishments are not considered formal disciplinary actions,
‘for the purpose of determining a first, second or third offense.
However, informal discipline may be considered when determining an
appropriate penalty, All references to written reprimands are to
formal written reprimands within the meaning of chapter 751.

In selecting an appropriate penalty, the deciding ocfficial should
distinguish between misconduct for which progressive discipline

" aimed at correcting behavior is warranted and misconduct warrant-
ing punitive discipline. 1In general, for progessive discipline
the deciding official should select the least stringent penalty
thought necessary .-to get the employee's attention and motivate
him/her to improve behavior. For punitive discipline, the
deciding official should select the strongest penalty warranted to
preclude repeated acts of misconduct by the employee concerned and
to deter such misconduct by others, The Table of Penalties is
divided into. two sections. Offenses in Section A are normally
considered behavioral offenses whereas offenses in Section B are
offenses warranting punitive discipline.
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